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1.0 Introduction

All Lawrence Berkeley National Laboratory (LBNL) personnel are responsible for the identification of
issues that may require correction. All issues and associated corrective actions, regardless of risk level
and means of identification, are entered into the LBNL Corrective Action Tracking System (CATS)
Database and tracked through resolution. The CATS database is an online tool that enables LBNL
employees to document, track, and resolve issues and their associated corrective actions. To use this
database, the user must sign in using the appropriate LDAP Login and password.

The CATS Database may be accessed from:
1. The LBNL Homepage A-Z Listing under C, “Corrective Action Tracking System
(CATS) Database”
2. The Office of Contractor Assurance (OCA) webpage
3. The BLIS Portal

This User Manual and the CATS database are to be used in conjunction with the requirements outlined
in LBNL/PUB-5519 (1), Issues Management Program Manual.

2.0 Functionality and System Limitations

2.1 Functionality

The database is designed to enable the following:

e Documentation, review, approval, and tracking of issues and associated corrective
action(s) by risk level

e CATS and MAXIMO interface that allows Work requests associated with issues to be
initiated in the CATS database and created in Maximo

e Automatic generation of issues numbers for each issue and of CATS numbers for
each corrective action associated with an issue

e Automatic entry of Enterer, Reviewer and Cognizant Manager names and the ability
to add additional Reviewers and an Alternative Cognizant Manager, as appropriate

e Automatic enforcement of completing required fields prior to submitting the entry for
review and approval

e Ability to upload documents and URLs

e Ability to calculate the total time an issue or a corrective action has been active or is
overdue, and the number of days to close an issue

e Comment field that may be used at any stage of the issue/corrective action(s) entry
History of activity for issues and corrective actions

e Various search, sort and reporting capabilities on several fields by specific date(s)
and/or date range(s), and key words or combinations of key words

e Export capabilities into Microsoft Excel

2.2 System Limitations

Users must have internet access and a valid LDAP username and password in order to
access the CATS Database.
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3.0 General Roles and Responsibilities

Below is a description of the primary roles and responsibilities for the CATS Database.

ROLE RESPONSIBILITIES

Cognizant Manager: The line manager e Ensures issues and corrective actions are entered in
responsible for ensuring that issues the CATS Database and managed and tracked
management is effectively implemented. through resolution

This includes ensuring that issues and e May determine issue significance codes: Significant
corrective actions are documented, Adverse Conditions, PAAA NTS-reportable
managed and tracked through resolution. incidents and ORPS incidents

e Assigns independent personnel to perform
verification of completed corrective actions prior to
closing corrective actions, as appropriate

e  Assists personnel in initiating and updating CATS
items

Enterer: A generic term used to identify | e  Documents issues by entering them into the CATS

the individual who enters the issue and database
corrective action information into the e  Determines issue risk levels, in conjunction with
CATS database. appropriate line management as necessary

e Assists responsible parties in coordinating
resolution of assigned issues

e  Assists personnel in updating CATS items

e  Tracks issues and corrective actions

e Coordinates and requests corrective action due date
extensions in conjunction with the Responsible
Person, if required

e Develops and/or modifies corrective actions.

e Identifies the Responsible Person for corrective
actions, in conjunction with appropriate line
management as necessary

e Identifies corrective action due dates, in
conjunction with the appropriate Responsible
Person

e Resolves concerns regarding the issues with the
Reviewer and other assigned parties, including
denials, as appropriate

e Identifies additional reviewers, as applicable

Initiator: A generic term used to identify | e  Identifies issues
the individual who identified or
discovered the issue. Note: The initiator may be the same person as the
Enterer and would function as such.

Responsible Person: A generic term used | e Tracks issues and corrective actions, as required
to identify the individual who will e Performs corrective actions by the established due
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ROLE RESPONSIBILITIES

complete the corrective action or serve as dates or serves as the Point of Contact for a

the point of contact for a particular corrective action and ensures corrective actions are
corrective action. completed by the established due dates

e Develops and/or modifies corrective actions

e Ensures CATS entries are updated when corrective
action are completed and/or information is
modified

e Coordinates and requests corrective action due date
extensions in conjunction with the Enterer, if
required

e  Ensures objective evidence of completed corrective
actions is available for review

Reviewer: A generic term used to e Determines applicability of issues entered by the
identify the individual who reviews Enterer to the Issues Management Program

and/or approves issues and associated e Reviews information for quality, completeness and
corrective action(s) in the CATS accuracy

Database. This person may be line e  Determines if issues may require reporting to any
management, a Division Safety internal or external agencies

Coordinator, a Subject Matter Expertora |  Reviews and approves issues and associated
designated independent party. corrective actions and modifications

e Identifies additional reviewers, as applicable

e Resolves concerns regarding the issues with the
Enterer, Responsible Person, and other assigned
parties, as appropriate

4.0 Adding Issues and Corrective Actions

This section describes how to document immediately corrected items and new issues and associated
corrective actions in the CATS Database. All mandatory fields that must be completed before
submitting the entry for approval and resolution are identified by an “*”.

The CATS Database has auto-save functionality. When the user makes changes and exits the system,
the information will be saved automatically. The entry is considered final when the “Route” button is
selected. Fields can be modified before the issue and associated corrective actions are routed. Once the
issue has been routed, all fields, with the exception of the corrective action due date, can be modified. It
is at the discretion of the Enterer to re-route the issue, as necessary, once a change is made to the entry.
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4.1 Immediately-Corrected Issues

Immediately-corrected items are issues that are fully addressed and corrected on the spot.
Documenting immediately-corrected items is a recommended practice. However, the
decision to document and track these items in CATS is at the discretion of the Divisions.

To enter an immediately-corrected item, perform the following steps:

4.1.1 Click on the “Immed. Corrected Issues” option on the Menu or click on the “Click

~
A
recrcee] il

@ Home

e ——
o Immed, Corrected Issues 3
—

|3 Add Mew Quick-Entry Issue

P add New Tssue
é} Iy Issues {not closed)

“ Search Issues

ﬁ} My Corrective Actions

({riot completed)

‘. Search Corrective Actions

" My Pending Approvals

L 7] My Completion Report:

[ 7} Completion Report

[ 7} My Overdus Report

© overdue Report

€ status hange Report

A administration

(5 Charter & Pracess Flow

2 Help

& Logout

here to document Immediately-Corrected Items” link on the Home page. If the
Menu bar option is selected, then click on “Add”. Selecting the Home page
option will take you directly to the entry screen.

g,?’h

CATS Da.iabase "'ng,'ﬁﬁi

LAWRENGE BERKELEY WATIONAL LABORATORY Phone Book

< Click here to document Immediately-Corrected ltems >

Click here to document [ssues and Cotrective Actions

The CATS database is an online tool used to identify, track, and resolve issues and their associated corrective actions as well as determine the effectiveness of
thoge corrective actions. All LBNL personnel are responsible for the identification of issues that may require carrection, improvement, or management attiention
and the submission of an Issues Management form via the CATS database.

This datahase, accessible from amawhere in the world, enables LBML employees to identify, track, manage, resolve, and search forissues and associated
corrective actions. This database is designed with extensive repoding capahilities so that the data captured in the database may be used to gage effectiveness
and implementation ofthe program.

For guestions regarding the use ofthis database, please contact cats@lbl.gov.

EMmAIL WEBMASTER

Website developed by the Information Applications Group ~ Lawrence Berkeley National Lab.
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4.1.2 Complete the fields as required.

CATS I )alcz[mse

LAWRENCE DERKELEY NATIONAL LABORATORY

Use this screen o enler a new Immediately Correcled Issue or
updale an existing one. When finished, click the Save butlon al the
bottom of the screen

* Issye Category Housekeeping v
* Location’ |Building 62

* Descriplion” |Storage containers that were blocking access to electrical panel were moved to
an appropriate location

Completion Date '05“ 42011 1

4.1.3 Click on the “Save” button to store entry.
4.2  Creating a New Issue

Issues are programmatic, performance or safety-related deficiencies, regulatory or
procedural non-compliances that are identified through employee discovery, safety
walkarounds, internal or external assessment findings (i.e. self assessments, regulatory
or internal audits, DOE assessments) and actual or near miss adverse events. Generally,
these issues are considered to be of two types: worker safety and health or adverse
condition. Worker safety and health issues pertain to issues that pose risk to the public,
environment and employee safety and health. Adverse condition issues are deficiencies
that are customarily identified through an assessment. Findings as documented in formal
assessments are entered as Issues in the CATS Database. The following are examples of
issue descriptions that are entered into the CATS Database:

« Loose and peeling paint around the window seal in the conference room
contains lead

« An employee sustained an injury to his thumb while placing boxes on a
conveyor

* Five incidents of non-compliance with OSHA requirements were observed
during the weekly safety inspections of forklift operations
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« A review of 200 Job Hazard Analysis (JHA) forms from eight Divisions
indicated that the completion of some JHA forms is less than adequate

« Safety walk-arounds are not being performed as required in the division ISM
plans, which includes not performing them per required frequency and not
documenting them as required

» Workers did not follow the instructions for Lock-Out/Tag-Out while
performing maintenance on the 12 inch high pressure water main

« A subcontractor employee's cleaning tool hit and broke a fire sprinkler head's
frangible glass bulb that resulted in damage of equipment

» Demarcation/signage for designated assembly areas is less than adequate

Observations

Observations are practices or conditions that are not technically noncompliant with an
internal or external regulation or requirement, but could lead to noncompliance if left
unaddressed. Generally, observations as noted in internal and external assessments
reports are not entered into the CATS Database.

Consult with line management and/or Subject Matter Experts (SMEs) before entering
Issues into the CATS database, as necessary.

4.2.1 Add New Quick-Entry Issue.

The “Add New Quick-Entry Issue” option is designed for Users who are
unfamiliar with database and/or employees who want to notify his/her Division
Safety Coordinator of a problem that needs to be address. Once this entry is
completed, the respective Division Safety Coordinator (or a designee) will receive
a notification from the CATS Database to complete and route the entry for
approval and resolution.

To enter a quick-entry issue, perform the following steps:

4.2.2 Click on the “Add New Quick-Entry Issue” option on the Menu.
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~
) A
frrreer ||||
_

CATS Da talaase Az I"‘fﬁi

Sﬂﬂ
LAWRENCE BERKELEY NATIONAL LABORATORY Phone Book

@ Horne
' Immed, Corvected Issues 2 ~ ~

Click here to document Immediately-Corrected Items

< g Add Mew Quick-Entry Issue _>
B e oo Click here to document Issues and Corrective Actions
lﬁ MMy Issues (not closed) The CATS database is an online tool used to identify, frack, and resolve issues and their associated corrective actions as well as determine the effectiveness of
Q those corrective actions. All LBNL personnel are respansible for the identification of issues that may reguire carrection, improvement, or management attention
Search Issues and the submission of an Issues Management farm via the CATS database

(5 My Comecive Actions This database, accassible fram anywhere in the world, enables LENL employees to identify, track, manage, resolve, and search far issues and associated
(ot completed) carrective actions. This database is designed with extensive reparting capabilities so thatthe data captured in the database may be used to gage effectiveness

and implementation ofthe program.
O\ Search Corrective Actions

For questions reparding the use of this database, please contact cats@lbl. oy,
" My Pending Appravals 4 g : " Lals@blooy

L 7 MMy Completion Repart
EMAIL WEBMASTER

L 7 Completion Report

L) My Overdue Repart

® Overdie Report Website developed by the Information Applications Group ~ Lawrence Berkeley National Lab.

© seatus Change Report

9 administration 2
Ig Charter & Process Flow 2
@ Help 3
@ﬁ Logout

4.2.3 Complete the required fields.

~

. A
frerree ||||

HERKELEY LA

ﬁ Horne

o Immed. Carrected Issues »

CATS Data lyase

LAWRENCE BERKELEY NATIOMAL LABDRATORY

LUiga this screan fo enfer a new Quick Enfry Iseue. When finished,
click the Save bulton af the bofforn of the screen fo roule fo the

[2 Add Mew Quick-Entry Issue

SP Add New Issue

[ My Issues (not cosed) TDwisian: [|o- Labarstory Directorate -
) search Issues *lzgue Deschpion: | The fourdrawer lateral file cabingt is not secured

Lg My Corrective Actions

{not completed)

q Search Corrective Actions

" My Pending Approvals

Building: | 080 - Building: 090G ~| Room:| 0105 ~
Location Comments: |

L 7] My Completion Report

© completion Report Suggested Corrective Action: | Sejismically brace the file cabinet.

[ 2} My Owerdue Report

0 overdus Repart _g—
' status Change Report -
3 administration 3

Lg Charter & Process Flow 3

& Help »

% Logout

4.2.4 Click on the “route” button to route the issue.
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Note: Once the entry is routed, the User will receive the following message screen.

CATS Da i'almse

LAWREMNCE BERKELEY HMATIONAL LABORATORY

Use thig screen to enter a new Quick Entny issue. When finishad,
click the Save button at the boftorn of the screen to route to the .

@' Your entry has been sulinitted and assigned issue £ 8613, An email has been sent to the division safety coordinator
Tor further processing.

4.25 Add New Issue.

4.2.6 Todocument a new issue, click on the “Add New Issue” option on the Menu or
click on the “Click here to document Issues and Corrective Actions” link on the
Home page.

-~

A
rreeeee |m
_

ﬁ Home

"ATS Da tabase A-Z fmf:‘;

Searel
LAWRENGE BERKELEY NATIONAL LABDORATORY Phone Book

" Immed. Corrected Issues 3

Click here to document Immediately-Corrected Items
B Add Mew Quick-Entry Issug
Pl Mz Tems Click here to document Issues and Corrective Actions
My Issues (not closed) The CATS database is an anline tool used ta identify, track, and resolve issues and their associated corrective actions as well as determine the effactiveness of

those corrective actions. All LBNL personnel are responsible for the identification of issues that may require correction, improvement, or management attention
and the submission of an Issues Management form via the CATS database.

Q Search Issues

(5 may Comective Actions This database, accessible from anywhers in the world, enables LBNL employees to identify, track, manage, resolve, and search for issues and associated

{not completed) corrective actions. This database is designed with extensive reporting capahilities so that the data captured in the database may be used to gage effectiveness

and implementation afthe program.
q Search Corrective Actions

. For guestions regarding the use ofthis database, please contact cats@ibl.aoy.
" My Pending Approvals

) My Completion Report
EMAIL WEBMASTER
€ Completion Report

L 7] My Overdus Report
© Overdus Report Website developed by the Information Applications Group ~ Lawrence Berkeley National Lab.

€ status Changs Report

D administration 3
& Charter & Process Flow 3
@ Help 3
L Logaut

4.2.7 Select the Issue Type from the drop down menu.

*ls5ue Type: E__SE|E|:1__ (W

Adverse Condition

Best Practice
Ethics
Warker Safety & Health
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Adverse Condition are those issues that may be operational (e.g. financial, human
resources, facilities) or safety-related deficiencies, which are identified through a formal
assessment (such as Department of Energy (DOE) or self-assessments and regulatory or
internal audits) and actual or near miss adverse events.

Best Practices are those issues that are related to suggested process improvements or a
division or management initiative.

Ethics (A placeholder: not recommended for use at this time.)

Worker Safety and Health are those issues that are safety and health-related issues,
which are typically identified through safety walkarounds, employee discovery, and
actual or near miss adverse events.

Note: The entry screen for the three primary Issues Types (Adverse Condition, Best
Practice and Worker Safety & Health are the same, with the exception of the following:

1.  “Criteria Not Met” field is included in the screen for the Adverse Condition
Issue Type.
2. The “Discovery Date” is not included in the screen for the Best Practices
Issue Type.
3. Reviewers are automatically added to an entry based on the Issue Type:
a) Adverse Condition: The PAAA 10CFR851 Coordinator is automatically
added as a Reviewer.
b) Best Practice: No individuals are automatically added as Reviewers.
c) Worker Safety & Health: The PAAA 10CFR851 Coordinator and the
Division Safety Coordinator are automatically added as a Reviewer.

4.2.8 Check the Superseded? Box, if applicable.

An open or overdue issue can be superseded (replaced) by another open or
overdue issue by checking the “Superseded” box and entering the superseding
Issue No. and Date Superseded on the issue screen. This function (along with
the superseded corrective action) is primarily used by the ORPS
Coordinator and the Project Management Office. Most users will not
check the “Superseded?” box. The Enterer will receive a message box
confirming the action.
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4.2.9

4.2.10

4211

4.2.12

4.2.13

CATS Dalabase

LAWRENCE BERKELEY NATIOWAL LABDRATORY

;;m

Use this screen to enter a new issue into the CATS database or update an
existing one. Flelds marked with an asterisk [%) indicate required fislds. When
finished, chick the Save button at the bottom of the screen.

Printable Version

Issue Mo 8621  Status: Mew Entry
Superseded?:
Entered By: Triplett Theresa A Entry Date: 06/20/2011  Division: Labaratary Directorate

The page at http:/fisswqa. lbL.gov says:

e Ery checking this box, this issue and all open corrective actions will be superseded, 1 ves, click "OK",  Ictorate w | Department | --Select-

Cancel

*Issue Description:

Issue Mo 3621 Status: Mew Entry

Superseded?: Superseded By lssue Mo Superseded Date:
Enterad By, Trinlett Theresa A Entry Date: 0672002011 Division: Laboratory Directorate

Enter the “Discovery Date” by typing in the date that the issue was identified /
uncovered, or by clicking on the calendar symbol and selecting the appropriate
date on the calendar.

If different from the “Entered By”, enter the person’s name that identified the
issue by typing the his/her last name in the “Initiator” field, and selecting the

appropriate name from the drop down menu.

Select the Division that owns the issue and is responsible for resolving the issue
from the drop down menu in the “Division” field.

Select the Department that is responsible for managing the issue from the drop
down menu in the “Department” field.

If applicable, identify the Program/Project that the issue is affiliated with.
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1 S AT ]
4 CATS Database
(d_‘l LAWRENCE BERKELEY NWATIONAL LABORATORY
{ Use this screen to enter a new issug into the CATS database or update an

existing one. Flakds marked with an asterisk (%) indicate required fialds. When
finishad, click the Save button at the bottom of the screen.

Printahle Wersion

Issue ko 8621 Status: Mew Entry
Superseded?:. []
Entered By; Triplet Theresa A Entry Date: 0872002011 Division: Labaoratory Directorate

*Discovery Date: 060142011

FINFAr: | ey ounis Melanie ¢ % *Division:| LD - Labaratory Directarate v | Depatment | AQ - Office of Insfitutional Assura v

*l3sue TyRe: | adverse Candition v ProgramiProject: |Depariment Safety Chacks

4.2.14 Select the appropriate Assessment Type from the drop down menu in the “Assess.
Type” field.

*Assess Type FUgaant- v

*lgsue Description; = .
External Review

Internal Audit- Finance

Internal Audit- ProgramiProcess
Internal Independent Review
Internal Selt-Assessment
Safety Walk-around

A,

Issues may be identified through several assessment mechanisms. Below is a
brief discussion of the types of assessments.

o External Review is performed by an external party independent of LBNL, for
example a Berkeley Site Office review or regulatory agencies.

¢ Internal Audit (Finance or Program/Process) is performed by Internal Audit
Services.

¢ Internal Independent Review is performed by LBNL organization independent
of the assessed program management team and staff.

¢ Internal Self-Assessment is performed by senior managers, line managers and
staff responsible for the assessed area.

o Safety Walk-around is performed by line management and/or a Program
Manager to evaluate performance and adherence to established controls.
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When an Assessment Type is selected, the “Assess. Title/No.” and “Find.
Title/No.” fields are displaced. These fields require mandatory completion for the
following Assessments (as denoted by the *):

External Review

Internal Audit — Finance

Internal Audit — Program/Process
Internal Independent Review

Eall A

Completion of the two fields is optional for Internal Self-Assessment and Safety
Walk-around.

4.2.15 Enter the Assessment Title and/or Number as documented on the cover of (or
within) the Assessment Report.

4.2.16 Enter the Finding Title and/or Number as documented in the Assessment Report.

"#33233. TYOE. |ntemal lndependent Reviaw % *Assess. Tile/No. 2011 Annual Safety Review | *Find. ThaiNo. 0010

4.2.17 In the “Issues Description” field, describe the problem to be addressed / fixed in
clear & sufficient detail. Document the issue in sufficient detail so that it is clear
as to what the problem is and what appropriate corrective action(s) may be
developed to eliminate the issue and prevent recurrence. Examples of Issue
Descriptions can be found on page 8 and 9 in this manual.

4.2.18 If applicable, select the Building in which the issue was identified and/or resides
from the drop down menu in the “Building” field.

4.2.19 If applicable, select the Room location that correlates to the Building selected
from the drop down menu in the “Room” field.

4.2.20 If applicable, identify additional location information, such as “hallway”, “back of

2 ¢C

the room”, “top shelf”, etc. in the “Location Comments” field.

Click the “Add Locations” button to display the building, room and/or location
comments, as applicable.

*lzsue Descripion: | During assessment activities, the assessment team observed that a Class 38 laserwas in use without having an
associated approved Activity Hazard Document. This is contrary to PUB 3000 Chapter 16 laser requirements.

Building: [ 571 - Building; 071 v| Room:|0148 v | Location Comments: Add Location

Selected Location(s)
Clor1-0146

Delete Location{s)
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4.2.21 Select the appropriate “Risk Level” in accordance with LBNL/PUB-5519 (1)

from the drop down menu. The risk level is assigned to the issue to ensure that
appropriate levels of analysis, corrective action development and evaluation of
effectiveness are commensurate with LBNL requirements and standards.

*Risk Level {ohlart.

‘iteria Mot et

hedium
Loy
De Minimis

Below are examples of the types of issues that would fall into the various each risk levels:

Risk Level | Type/Description of Issue
High e Significant Adverse Condition (SAC) event
e PAAA NTS-Reportable Incident
e ORPS Category 1, R, or 2 Incident
e Type A or B Accident
e Other significant issues as designated by management
Medium e Adverse Condition identified through Formal Assessment
e PAAA Internally-Reportable Incident, as determined by management
e ORPS Category 3 Reportable Incident
e Other Issues as designated by management
Low e ORPS Category 4 Reportable Incident
e Worker Safety & Health Issues that do not fall into High or Medium Risk
Levels
e Adverse conditions not identified through Formal Assessment
e Other issues that do not meet the thresholds identified in the High or
Medium risk levels
De Minimis | e Issues where the level of risk is too small to be concerned with.
e Worker Safety and Health Issues when there is no direct or immediate
relationship to the environment, safety, or health and are not included in
citations

If the “De Minimis” risk level is selected, enter a detailed justification as to why the risk level is

de minimus.

4.2.22 Select the appropriate “Issue Category” from the drop down menu. The issue

category is a general description of how the issue would be classified or the area
of the deficiency. A list of the issue categories can be found in Attachment 1 —
CATS Database Entry Fields on page 44 of this manual.

4.2.23 Select the appropriate “Trend Code” from the drop down menu in accordance

with LBNL/PUB-5519 (3), Data Monitoring and Analysis Program Manual. The
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trend code represents the apparent or root cause of the issue. A list of the Trend
Codes can be found in the Help menu option in the CATS Database.

4.2.24 Enter the policy, procedure or standard reference that was not followed / adhered
to in the “Criteria Not Met” field.

"RiskLevel | yediom | *lssue Category: | Lasers v | *Trend Code: | A Policies/Proceduresinstructions Mot Used hd

* Criteria MotMet: | pUR 3000, Chapter 16, 16.2.2 Laser Requirements|

4.2.25 If applicable and known, check the “External Reporting or Significant Adverse
Condition” box in accordance with LBNL/PUB-5519 (1).

e The PAAA Coordinators will identify issues that are PAAA NTS (10CFR851
and 10CFR835), PAAA Internal (L0OCFR851 and 10CFR835), and document
the OSHA Reference in the “OSHA Reference” field, as applicable.

e The Responsible Division Management, in conjunction with the ORPS
Coordinator, will identify the issues that are ORPS Category 1, 2, R, 3 and 4.

e The OCA Manager, in conjunction with Responsible Division Management,
will identify the issues that are Significant Adverse Condition.

e The EH&S Division Director will identify the issues that are Type A/B.

*RiskLevel: | Medium | *|ssue Category: | Lasers v | Trend Code: | A Policies/Procedures/instructions Not Used v

External Reporting or
Significant Adverse
Condition®:
[JPAAA NTS 10CFR851 PAMAINT 10CFRB51 [JORPS CAT 1IR2 [ significant Adverse Condition
[JPasr NTS 10CFRB35 [IPAAAINT 10CFR235 [JorPs caT 314 OType s

0SHA Reference:

When PAAA NTS (10CFR851 or 10CFR 835), Significant Adverse Condition,
ORPS Category 1/2/R, or Type A or B Accident is selected, the Risk Level for the
issue is automatically identified as “High”.

When PAAA Internal (10CFR851 or 10CFR835 is selected, the Risk Level for
the issue is automatically identified as “Medium”.

4.2.26 Add a Corrective Action by clicking on the “Add” icon.
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Carrective Action{s):

E ) N . .
Refresh  Hide CA, Add carrective actions to this issue by clicking the Add buttan

Action Mo.

Wiew Woid History Corrective Status Superseded by Responsible Chl M Due Completed  Closure  Total WO Inst Project

ChAz FPerson Div. Date Date Date Tirme ID

4.2.27

4.2.28

4.2.29

4.2.30

Upon display of Corrective Action screen, clearly describe the corrective action to
be implemented to eliminate the issue and prevent recurrence (as applicable).
Corrective Actions should be SMART:

e S = Specific: A specific / detail description of what will be implemented to fix
the problem or address / resolve the root or apparent cause should be
documented.

e M = Measurable: The completion of the corrective action should be
documented and verifiable.

e A= Accountable: Responsibility for implementing the corrective action
should be assigned to an individual who has the authority and appropriate
resources to implement the action.

e R =Reasonable: The corrective action should be feasible (a standard control
measure).

e T =Timely: The corrective action should be completed in a realistic
timeframe to fix the issue and prevent recurrence.

Enter the appropriate “Due Date” for the corrective action by typing in the date,
or clicking on the calendar symbol and selecting a realistic date on the calendar.

In the “Responsible Person” field, identify the appropriate person responsible for
completing the corrective action item by typing the last name and selecting the
appropriate name from the drop down menu. The Cognizant Manager (CM) and
Division will be entered automatically based on the Responsible Person.

If the Responsible Person is matrixed to a different organization and the CM is
different than the one identified, type in the last name of the appropriate CM and
select his/her name from the drop down menu in the “Alternate CM” field.
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Corrective Action Mo.

Superseded?:

- 8622-1
O

Status: Mew Entry

Entered By: Triplett, Theresa A Entry Date: 06/20/2011

* Corrective Action:

Develap an Activity Hazard Document per PUB 3000, Chapter 16 laser requirements.

" Due Date: [g7r29/2011 Completed Date:
* Responsible PEISON: [ oo i welarie C e
Cngnizant Manager: Chernnwski,JDhn G Division: Labnratow Directorate
Alternate Ch: e

4.2.31 If awork request is required to complete this corrective action, click on the
“Work Request Req’d?”’ checkbox to ensure that a work order is assigned.

Corrective Action Mo 8622-1
Superseded?: []

Entered By: Triplett, Theresa A
* Corrective Action:

Status: New Entry

Entry Date: 06/2002011
Develop an Activity Hazard Docurment per PUB 3000, Chapter 16 laser requirements

= Due Date: [garzeizo 1 Completed Dale.l:

* Responsible Person: [ oeayvais melanie ¢ [e—
Cognizant Manager: ChernowskiJohn G Divizion: Labaratory Directorate

Alternate Chi: e

Work Request Reg'd?: Institutional wire? [ Project ID:

The “Work Request Req’d?” box should be checked when entering corrective actions for
safety-related deficiencies and non-conformance issues that involve work to be completed by
Facilities. These work requests should be initiated in the CATS database and not submitted to
the Work Request Center in lieu of or in addition to a CATS entry. General maintenance work
requests, such as repairing leaky faucets, unclogging toilets or changing light bulbs may be
submitted directly to the Work Request Center.

The CATS database interfaces with MAXIMO, the Facilities Division database that manages
work requests and initiates work orders. Work requests initiated in CATS are not generated in
MAXIMO until the issue and the corrective action are approved by all Reviewers. To verify that
a work order has been generated, sign-in to the CATS Database and look in the Work Order(s)
field for a work order number.

Note: The due date for a corrective action with a work request must be at least 60 days from
the date of entry. User will receive the following message for due dates less than 60 days for the
entry date.
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& The due date must he at least 60 days from today for Work Request Center requests. Please select another due date or uncheck the
Work Reiuest Center box,

Work RequestReqd?: V] nstitutionalwr? O Project ID:

“Institutional” work requests are related to services, equipment or physical space that is not
owned, managed or operated by a Division (such as the cafeteria, sprinkler systems, building
utility systems, hallways, pathways, etc.). Work that is related to services and equipment that is
owned by a Division (such as drill presses, fume hoods and scientific equipment) or space that is
shared by two or more Divisions is not considered “Institutional” and should be funded by the
Division(s) that owns the affected services, equipment and space.

Work requests associated with corrective actions that are checked as “Institutional WR?” will be
reviewed by the institutional CATS Committee to determine whether institutional funding will
be used to fund the work. The CATS Committee Charter can be accessed by clicking on the
“Charter and Process Flow” option on the CATS Database home page.

4.2.32 If the work request is considered to be institutional work, click on the
“Institutional WR?” checkbox.

If the work request is not covered by Institutional or maintenance funding, then
the enterer must provide the appropriate project identification (ID) number to
fund the work. Maintenance funding covers day to day work that is required to
sustain property in a condition suitable for it to be used for its designated
purposes, including preventive, predictive, and corrective maintenance. Failure to
provide an appropriate project ID number may result in delays or in the work not
getting completed.

4.2.33 If the work request is not Institutional, skip the “Institutional WR?”’ checkbox,
and type in the appropriate project ID number in the Project ID field.

4.2.34 If the work request is not covered under maintenance funding, type in the
appropriate project ID number in the Project ID field.

4.2.35 If additional corrective actions associated with the same issue are required, GO
TO Step 4.2.26 to add a new corrective action.
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Add Fefresh  Hide C&

Corrective Action(s):

Add carrective actions ta this issue by clicking the Add buttan

Page 21 of 55

Wiews Woid History Coarrective Status Superseded Responsible Zh CM Due Date Completed Closure Total Wi Inst. ProjectID
Action Mo. by CAZ FPerson Driv. Date Date Time
2 @ 'ﬂ 6221 MNew Entry Gravois,Melanie C ChernowskiJohn G LD 08r26/2011 Yo INSTITUTIOMAL

Frintahle Version

Corrective Action Mo 8622-2  Status: New Entry
Superseded? [
Entered By: Triplett, Theresa A Entry Date: 062002011

* Corrective Action:

* Due Date: Completed Date:

*Respansihle Person:

Caognizant Manager:

Alternate CM:

4.2.36

4.2.37

4.2.38

4.2.39

Upload Objective Evidence: ‘ Upload file ) url: | Add URL '
e —
Delete File Name / Url Uploaded By Uploaded Date
[& I1SM GetWell Plan.doc Gravois, Melanie C 02/05/2009

=
Divisian:
=

If objective evidence is necessary to describe or demonstrate the issue, or to

provide evidence of corrective action completion as part of the closure file, then
upload the objective evidence. Note: Enterers are required to upload objective

evidence of completion for any issue that has been identified as PAAA NTS

10CFR835 reportable. The Enterer will receive a message box alerting him / her

to upload the objective evidence.

Click the “Browse” button to search for the document(s) to be uploaded, select the

document to be uploaded, and click the “Upload File” button AND/OR
Enter the URL address and click the “Add URL” button.

Repeat if multiple documents and/or URLS are to be added.

@ hitp-ffiehswprod?2 bl gowAHDIstart aspx Gravaois Melanie C 021052009
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4.2.40 In the “Comments” field, enter comments pertaining to the issue/corrective
requirements, objective evidence and/or status in clear, concise statements, as

applicable.
Upload Objective Evidence: [W Upload file Url: Add URL
Delete File Mame / Url Uploaded By Uploaded Date

Ho objective evidence has been uploaded.

Reviewers evaluate the issue and corrective action(S) information for quality, completeness and
accuracy. In addition they assess the reasonableness of due dates and extension requests.

For Worker Safety and Health issue type, the Division Safety Coordinator, the PAAA 10CFR 851
Coordinator, and applicable Subject Matter Experts (based on issue category selection and key
words) are automatically identified in the Reviewer listing. Additional reviewers may be added
manually.

For Adverse Condition issue type, the PAAA 10CFR 851 Coordinator is automatically identified
in the Reviewer listing. Additional Reviewers are manually entered by the Enterer (the person
who enters the data into CATS).

4.2.41 If additional Reviewers are needed, select the additional Reviewers by typing in
the last name and selecting the appropriate name from the drop down menu.

4.2.42 Click the “Add Reviewer” button.

ReviewiApproval: " Add ReweD

Delete  Reviewar Status Review Date Comments
[@  RevesElizabeth Ann

[& wellswillard H
‘

4.2.43 Once all of the applicable fields have been completed and all applicable
Reviewers have been identified, click the “Route” button to send to the Reviewers
for approval.

The Database restricts the routing of an issue to the Enterer and Administrators only. Entries that
are not “Routed” remain in “New Entry” status until they are approved. Entries that are
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5.0

“Routed” to Reviewers are in “Pending Approval” status until they are approved. Entries that
have been “Approved” are in the “Open” status until they are completed / closed.

Extension Requests

5.1

Requesting an Extension

Extension Requests are used for extenuating circumstances and are not used for
corrective actions that have not been completed due to lack of resources, accountability,
and appropriate planning.

Extension Requests are only available for approved and “Open” status corrective actions
and can be made by the Enterer or Responsible Person. Extension Requests must be made
at least two weeks in advance of the current due date in order to be considered for
approval.

Reviewers of Extension Requests are the same as those who reviewed the original issue
and corrective action(s). Extension Requests for corrective actions associated with high
and medium risk level issues are reviewed by the Office of Contract Assurance. Once an
initial extension has been granted for a corrective action, any subsequent extensions will
require the approval of the Chief Operating Officer (COO) or Deputy COO. A
justification for extending the original due date is required and must meet the criteria as
prescribed in LBNL/PUB 5519 (1).

5.1.1 [If an extension request is needed, click on “My Corrective Actions” or “Search
Corrective Actions” to perform a corrective action search with the applicable
corrective action number.

—

~ N
\
s ||||

@ Home

" Immed. Corrected Issues 3

é Add Flewve Suick-Entry Issus
B add Mews Issue
:} My Issues (nok closed)

w Search Issues

¥ My Corrective Actions
[nokt completed)
‘. Search Corrective Actions

P my Pending DDDrowals

-« My Completion Repork

-« Completion Report

-« My Owverdus Repork

o oreerdue Repork

W Status Change Repork

4 Administration »

% Charter & Process Flow (3

= Help »

% Logout




OIA-OCA-0001, Rev. 3 Page 24 of 55
CATS Database User Manual

5.1.2 From the list of corrective actions, click on the corresponding “View” to open the
applicable corrective action.

5.1.3 ldentify the person requesting the extension by typing in the last name and
selecting the appropriate name from the drop down menu in the “Extension
Requested By” field.

5.1.4 Enter the new due date in the “Extension Due Date” field for the corrective action
by typing in the date, or clicking on the calendar symbol and selecting the
appropriate date on the calendar.

5.1.5 Inthe “Justification” field, type in the justification for the extension request.

Extension Requested BY. 1o csans v Extension Due Date: |03/24/2009

*Justification: || 0ASIS iz in the midst of developing its Safety &nalysis Documnent and Accelerator Safety Envelope,

expected to be completed on 2/27/09. Until these items are completed, lower level formal work
authorizations, such as the Activity Hazard Document will not be developed.

ReviewlApproval: 3
Delete Reviewer Status Review Date Comments
@ Barat,Kenneth L Pending Approval
@ Chernowski,John G Pending Approval
@ Gravois,Melanie C Pending Approval
@ Lidia,Steven M Pending Approval

5.1.6 If additional reviews are needed, click the “Add Reviewer” button, and identify
the additional Reviewers by typing in the last name and selecting the appropriate
name from the drop down menu.

5.1.7 Click the “Route” button to route to the original Reviewer(s) for approval of the
extension request.

5.1.8 Reviewer, upon email notification that an extension request has been made,
review the request.

5.2  Approving an Extension Request
5.2.1 Reviewer can approve the request by clicking on the “Approve” button, OR

5.2.2 Reviewer can deny the request by typing in the reasons for denial in the
“Comments” field and clicking the “Deny” button.

5.2.3 Enterers should resolve any issues/concerns with the Reviewer.
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Delete Reviewer Status Review Date Comments
@ Barat,Kenneth L Fending Approval
@ Chernowski John G Fending Approval
@ Gravois Melanie C Pending Approval
@ Lidia,Steven M Fending Approval

* Comments:

6.0 Completing and Closing Issues and Corrective Actions

6.1 Entering a completion date for a corrective action

The Responsible Person ensures that all appropriate actions have been completed and reviews of
the objective evidence are performed prior to documenting corrective action completion. Review
of the objective evidence includes verifying that the objective evidence of closure is complete,
accurate and satisfies the corrective action(s) identified.

6.1.1 Once the objective evidence is verified, the Responsible Person retrieves the
applicable corrective action by selecting the “My Corrective Actions” option or
“Search Corrective Actions” option on the Menu.

]

@' Home

Immed, Corrected Issues >

Frrrrer ||||

Add Mews Guick-Entry Issue
Add Mew Issue
My Issues (not closed)

Search Issues

[-.’ ’ [ﬁ {h W N

My Corrective Ackions

{nokt cormpleted)

Search Corrective Actions

" My Pending Approvals

L & My Zompletion Report

T Caompletion Report

L #] My COwerdue Repork

T overdus Repork

T skatus Change Report

=

! Administraktion >
i,

& Charter & Process Flow 3

& Help >

% Logouk
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6.1.2 From the list of corrective actions, click on the corresponding “View” to open the
applicable corrective action.

6.1.3 Enter the “Completed Date” for the corrective action by typing in the actual
completion date, or clicking on the calendar symbol and selecting the appropriate
date on the calendar. Once the completion date is entered, the status of that
corrective action changes to “Completed”.

Corrective Action(s):

B 2)

Add  Refesh Hids ca Addcomective actions to this issue by clicking the Add button

View Void  History Corrective  Status Responsible CM CM DueDate Completed Closure Total WO Inst Project
Action Mo. Person Div. Date Date Time 1]

B’ @ A 2981 Open Van Krieken,Cole P Leemans Wim P AF 02/02/2009 02/02/2009 0 NN

B7 @ il 208-2 Open Toth Csaba Leemans Wim P AF  02/27/2008 Y N

Printable Version |

Corrective Action No.: 298 Status: Completed
Entered By: Gravois MelaliTe ntry Date: 02/05/2009

* Corrective Action: Immediately cease using the Class 3B Laser.

*DueDate:  |p2/02/2009 Completed Date: |02/02/2009

*Responsible Person: Van Krieken. Cole P w
Cognizant Manager: Leemans Wim P Division: Accelerator & Fusion Research
Alternate CM: 3

6.2 Closing an Issue

Issues and associated corrective actions will be closed collectively as of the date that the
last associated corrective action was completed. Once all corrective actions associated
with an issue are completed, the issue and associated corrective action(s) have a “Closed”
status.

Corrective actions associated with a Work Request will be closed automatically when
Maximo is updated to reflect completion of the work. The Work Request and Maximo
database entries are considered objective evidence for verification of completion for these
corrective actions.
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_—

Carrective Action(s): / \
N
View  History Correctivef Status\ Superseded Responsible CM CM Due Date § Completed Closure otal WO Inst. Project
Action Mgl y CAF Person Diiv. Date Date ime D
B” 'ﬂ 5408-1 Closed Stein,David  Chernowski John G LD 0873152008 071072008 071052008 Yo 1AHDID
EY [ 24082 Closed Stein,David  ChernowskiJohn G LD 10/010200% 09/16/2008 0710/2008 §38 % % 1AHOMD
Frintakle Yersion
Carrective Action Mo 5408-1  Status: Closed
Superseded?:
Enterad By: Stein,David  Entry Date: 041072008
T Carrective Action: |Remove and of replace metal stripping the base ofthe doorway.
*Due Date: pgiz1/2008 completed Date: | 07/10/2008
*Responsible Person: | oo navid El
Cognizant Manager. ChernowskiJohn G Division: Lahoratory Directorate
Alternate CM: ZI
Wark Request Reg'd?: Institutional WR? ProjectD; |1AHD1D
Wark Order(s): || acation WO WO Status Contact Notes
090C- Morth doorway Wh4857 CLOSE Tully John E

7.0 Voiding Issues and Corrective Actions

Issues and corrective actions can be voided in the New Entry, Pending Approval or Open status.
When an Issue is voided, all associated corrective actions are voided as well. When there is one
issue and one corrective action, voiding a corrective action will void the Issue as well.

7.1 Voiding an Issue

To void an issue, perform the following steps:

7.1.1 Retrieve the Issue using the “My Corrective Actions” or “Search Issues” menu
option.
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7.1.2  In the entry screen, click on the “Void” button.

Review/Approval:

B (o] -

Delete  Reviewer Status Review Date Comments
& Reyes Elizabeth Ann Pending Approval
[2 welswilard H Pending Appraval

The User will receive a prompt to explain why the issue is being voided.

7.1.3 Enter a justification for voiding the Issue.

‘oid Page
Thisissue and all correciis oLtk il o yoiding this issue in
1 ..

Thefile cahinet is going to be replaced with smaller, portable file containers

Refresh

N—

7.1.4  Once the justification has been entered, click on the “Refresh” button. The
“Status” field will change to “Voided”.

CATS Da tabase

LAWRENGE BERKELEY MATIONAL LABORATDRY

Use this screen to enter & new lssue into the CATS database or update an
existing one. Fields marked with an asterisk [*) indicate required fieids. \VWhen
finished, click the Save buttan at the bottarn of the screen

Printable Yersion

Issue Ma.: 8677 Statud
Entered By Triplett, Theresa & ¥ Date: 06/08/2011  Division: Laboratory Directorate

* Discovery Date: |pgigg/z011

= Initiator: |Tnplan,TherEsa " |v| * Division

LD - Laboratary Directorate Program/Project:

*lesue Type: [warker Safety & Health |
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7.2 Voiding Corrective Actions
To void a corrective action, perform the following steps:

7.2.1 Retrieve the corrective action using the “My Corrective Actions” or “Search
Corrective Actions” menu option.

7.2.2 In the correction action section on the entry screen, click on the “Void” button
next to the applicable corrective action.

Corrective Action(s):

A?‘mesh Hid:(-:A Add corrective actions to this issue by clicking the Add button
Wi Woid History Corrective Status Superseded Responsihle i CM DueDate Completed Closure Total WO Inst. Project

Action Ma, by A3 Ferson Div. Date Date Time |n}
@ “G 86021 Fending Approval Triplett Theresa A Chernowski John G LD 0752572011 YoM 300142

The User will receive a prompt to explain why the corrective action is being voided.

7.2.3 Enter a justification for voiding the corrective action.

FPlease enter justification for voiding this corrective action in the area below

The file cahinet is going to be replaced with smaller, portable file containears)|

-
Undao Save Refresh
7.2.4 Once the justification has been entered, click on the “Save” button, then the
“Refresh” button. “Status” field for the corrective action will change to
“Voided”.
Corrective Actionis):
= ) - o .
Add Fiefesh  Hide CA Add corrective actions to this issue by clicking the Add buttan
N
Yiew oid History Correctivgl Status\ Superseded Responsihle Chd Ch Cue Date  Completed Closure Total WO Inst. Project
Action My. by i Person Diiv, Date Date Time D
£ @ ‘D 8E0Z-1 Woide Triplett Theresa A Chernowski John G LD O07/25/2011 ¥ o N 300142
N

7.2.5 Any issues with a voided entry should be discussed with the responsible parties
(Enterer, Reviewer and Responsible Person), as appropriate.
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8.0 Status of Issues and Corrective Actions

8.1 My lIssues

An Enterer may view and edit issues and associated corrective actions he / she has
entered by “My Issues (not closed)” menu option.

-]

M,
FrrFrer ||||

'@' Horme:

¥ Immed. Corrected Issues L3

IE Add Mew Quick-Entry Issue

oe A
i My Issues (nok cosed)

Search Issues

-
i, ’ .
L My Corrective Ackions

{not completed)

‘n Search Corrective Actions

¥ My Pending Approvals

L o My Completion Report

L #) Corpletion Report

L #] My Owverdue Repork

) overdus Repork

€ status Change Repork

S adminiskr ation >
._i’r' Charter 8 Process Flow 3
= Help [
e% Logouk

8.1.1 If the Issue is in a “New Entry” status, click the “Save” button to save the Issue
and associated corrective action(s) in order to come back to it and add additional
data prior to routing OR

8.1.2 Click the “Route” button to save and route the issue and associated corrective
actions to the Reviewers.
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8.2 My Pending Approval

Reviewers may access issues and corrective actions awaiting their review and approval
by clicking on the link provided in the automatic email notification OR by selecting the
“My Pending Approvals” menu option. Any modification to an issue and/or associated
corrective action information is re-routed to the original Reviewers to ensure that the
same level of review is performed as on the original issue and/or corrective action.

“ay.

A
\

FrErrrer ||||

'@' Horne

" Irmmed. Corrected Issues 3

I§ Add Mew Quick-Entry Issue
BF Add Mew Issue
:3’ My Issues {not closed)

wn Search Issues

:3’ My Carrective Actions
{not completed)

‘w Search Corrective Actions

< W My Pending Approvals >

L #] My Completion Report

L 7] Completion Report

L ] My Owerdus Repork

' overdus Fepork

o status Change Repork

=)

! Adminiskr akion 3
iy,
| Charter & Process Flow 3
= Help 3
% Logouk

8.2.1 Upon receipt of the email notification, click on the link within the email or sign-in
to the CATS Database and click on “My Pending Approvals” on the menu page to
access the entry.

8.2.2 Review the issue to ensure that it is valid and clearly defined and all associated
information is accurate and correct.

8.2.3 Review the associated corrective action(s) for applicability, accuracy,
completeness and correctness.

8.2.4 Review the associated corrective actions(s) due dates for timeliness.
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8.2.5

8.2.6

8.2.7

8.2.8

8.2.9

8.2.10

8.2.11

8.2.12

If applicable, select the appropriate Significance Code(s) in accordance with
LBNL/PUB-5519 (1).

If additional reviews are needed, click the “Add Reviewer” button, and identify
the additional Reviewers by typing in the first or last name and/or selecting the
appropriate name.

To approve an issue and associated corrective action(s), select the “Approve”
button.

To deny an issue and associated corrective action(s), type in the reasons for denial
in the comments field and select the “Deny” button.

Resolve any issues with the Enterer.

Enterer: upon email notification that an issue or associated corrective action was
denied, resolve the Reviewer’s comments within 5 business days.

Enterer:, upon resolution of the issues identified by the Reviewer(s), re-route the
entry to all of the original Reviewer(s) by clicking the “Route” button.

Reviewer(s): repeat steps 8.2.1 — 8.2.7.
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9.0 Issue and Corrective Action Searches

To search for any information pertaining to an issue and associated corrective actions, click on
the “Search Issues” or “Search Corrective Actions” option on the Menu.

e

A,
rrrrrenr ﬂ

@' Home

¥ Immed. Corrected Issues 3

|§ Add Mew Quick-Entry Issue
BA Add Mew Issue

._{f} My Issues (nok clozed)

(Search Issues

._{:\:’ My Corrective Actions
{nok completed)

Gearch Correckive Actions )

F

¥ My Pending Approvals

T My Zompletion Repork

L o Completion Repork

T My Overdue Repork

T overdue Repark

L status Change Report

S administration >
pC

¥ Charter & Process Flow 3
& Help »
% Logouk

9.1  Searching Issues (“Search Issues” Option)

This search focuses on information specific to an issue, using selected fields. In addition,
a User can use this search option to find out other information, such as all of the issues
own by a Division, all issues by Issue Category and all issues by risk level. Any field or
combination thereof may be selected for this search. Multiple choices may be made in
drop-down boxes by holding the “Ctrl” button down and selecting the options desired.

9.1.1 Select/ complete the pertinent fields and click the “Submit” button to produce a
report with the desired information.
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Superseded By lssue Mo

Building

lssue Categary:

Risk Level:

Entry Date:
Discovery Date:

Closure Date:

Significance Code(s):

Assessment Type:

Superseded Date:

Issue Type:
Division:

“p
Mo Searches Saved v |[ Save | S’J‘O{n‘n Cleae Set Calurnn visibility &
lesueNo = v[ |

Superseded?: [

—-ARy-- v

~| Dept
mcceleratar & Fusion Research —
Advanced Light Source
Office of Chief Financial Of
Chernical Sciences -

001-Donner Laboratory ~ | Room:
002-Advanced Materials Laborat—
002A-Building: 002A Central Che
003-Melvin Calvin Lahoratory
003A-Building: 003A e

AHD
Accounting
Ashestos

Berylliurm

High

Mediurm
Lawy
De Minimis
to
to
to
[ Esternal ReportingsSignificant Advarse Gondition
CJanorprs [T a0l Prss
[Tl Pass NTS [T a0 Paas INT

[1Pass NTS 10CFREST
[ Pass INT 10CFRE51
[JorPs cat 1Rz

] pass NTS 10CFRE35
CIPASAINT 10GFRE3S
[orPs cat 34

O Significant Adverse Condition DTvpe AE

External Review

Internal Audit- Finance

Internal Audit - PrograrniProcess

Internal Independent Review “

FrogramiProject:

Assessment Titlefho.:

Finding Title/Mo

Issue Description:
Trend Code:

A. Policies/Proceduresiinstructions Mot Used

B. PoliciesiProceduresiinstructions Used Incarrect!

C. PoliciesiProceduresiinstructions kI

D. Communication MILTA w

Reguirement Violated:

Reguiremant Reference:

Immediate Aclions Taken:

Initiatar:
Status:

Open
Overdug

Pending Approval
Denied v

Page 34 of 55

9.1.2 Select the “View” icon for the desired issue or corrective action to see the
pertinent information.
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D] pagetor2 el page#[1
0 .
/29"\3” Sorting  Refresh §Expart to Excel View Detalls

AlY AIY AIY AlY AlY Al¥ Al¥ Al¥ AlY Y EarhyLate &/¥ Al¥ Completed Completed
A/Y AT on Time
FYi

o 8253 LD Warker Slips, Trips, Falls Low Stein,David Stein,David 10/06/2010 Closed ] 28 1 1 1
il

Safety &

Health

o84l LD Warker Slips, Trips, Falls Medium  Stein,David Stein,David 0172002011 Closed 65 6] 1 1 1
il

Safety &

Health

o 8484 LD Warker Seismic Medium  Stein,David Stein,David 0172112011 Closed g 5 1 1 1
il

Safety &
Health

a 8485 LD Warker LabelingiSignage Low Stein,David Stein,David 0172112011 Closed =22 49 1 1
Safety &
Health

[ 8486 LD Winrker Slips, Trips, Falls Low Stein,David Stein,David 0172412011 Closed -8 29 1 1 1
Safety &
Health

'ﬂ 8487 LD Warker Slips, Trips, Falls Low Stein,David Stein,David 01/2472011 Voided -130 151 1
Safety &
Health

8572 LD Wiorker Slips, Trips, Falls Low Stein,David Stein,David 03152011 Closed a7 3 1 1 1
Safety &
Health

'ﬂ 8542 LD Warker Slips, Trips, Falls Low Stein,David Yils,Paloma 0372212011 Open -33 44 1
Safety &
Health

'ﬂ 8543 LD Warker Seismic Medium  Stein,David Stein,David 0372412011 Pending -24 42 1
Safety & Approval
Health

'ﬂ 8547 LD Warker Electrical High Gravois Melanie Gravoig,Melanie 05132011 Pending -a1 42 1
Safety & C C Approval
Health

'ﬂ 8601 LD Warker Triplett Theresa Triplett Theresa 0572312011 New 32 1
Safety & A A Entry
Health

'ﬂ 8602 LD AD Warker Seismic Loy Triplett Theresa Triplett Theresa 05/232011 Voided kil 32 1
Safety & A A

(NPT

irew)\hid Histary IssuWDepanment lzsue Type Issue Cat Risk Level Initiatar Entered By Entry Date  Status  ProgramiProject Total Days Total Time Ko, of CAs Mo, of CAs No. of CAs

&

]
Bl B B B B B R R S B B el
=

9.1.3 Export this data that is presented as a result of the search by clicking on “Export
to Excel” button.
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9.2  Searching Corrective Actions (“Search Corrective Actions” Option)

This search focuses on information specific to a corrective action, using selected fields.

In addition, a User can use this search option to find out other information, such as all of
the corrective actions own by a Division and/or Responsible Person, corrective actions by
Issue Type, correction actions with work orders and corrective actions by risk level. Any
field or combination thereof may be selected for this search. Multiple choices may be
made in drop-down boxes by holding the “Ctr]l” button down and selecting the options
desired.

9.2.1 Select/ complete the pertinent fields and/or type in keywords in a text field, and
then click the “Submit” button to produce a report with the desired information.

i Search Corrective Actions

;5
No Searches Saved ot Clear Set Column visibiey &

Heypwors:
lzzue #: |= v
Corrective Sction #: |= (ie. S000-1)
Superseded: [ |
Superseded By CA Mo (i.e: 5000-17
Superseded Date: |

to‘

Civision: Dept:

Acceleratar & Fusion Research
Advanced Light Source

Office of Chief Financial Off
Chemical Sciences v

lzzue Type:

Adverse Concdtion
Best Practice

Ethics

Worker Safety & Health

lzsue Description:

Building: ANy ~| Room:

001 -Donner Lakboratory
002-Advanced Materials Laborat
0024 -Building: 00248 Certral Chet
003-Melvin Calvin Laborstory v

IssUe Category:

AHD

Accounting

Ashestos

Berylium w

Risk Level:

High
Medium
Lavne

D Minimiz

D External Reporting/Significant Adverse Condtion

Significance Code(s): DAII ORPS DA\I PAAA
Clanpass nrs Clanpasa Nt
[Cdrasa urs 10cFrast Clpaas nrs 10cFREas
[rasa mr 10crrast Cpaas mr 10crrass
Clores cat 112 Clores cat 24

DS\gnificam Adverse Condition DType AB
OSHA Reference:

Azsessment Type:

External Resview

Internal Audit - Finance

Internal Audit - Program/Process

Internal Independert Review b

Assessment TitleMNo.:
Finding TitleMo.:
Trend Coce: [
A Policies/Proceduresinstructions Mot Used
B. PoliciesProceduresinstructions Used Incorrecthy

C. Policies/Proceduresinstructions M
L. Communication MALTA e

Initistor: v
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9.2.2 Select the “View” icon for the desired issue or corrective action to see the
pertinent information.

f

i
Clear all Sorting  Refresh { Export to Excel

Wiew Yoid History DivisW Description RiskLevel Issue Category  CA#  Corrective Action
Y v Y AlY AT AjY

B/ @ il LD B253  Wheel chair ramp in frant of trailer 30J is warn and Low Slips, Trips, Falls 82531 Install new anti-slip grip tape hefore the in-climate
slippery, weather sets in.

B @ il LD B481  Thetwo doors to the 30C frailer have a metal frame  Medium  Slips, Trips, Falls 8481-1 Facilities ta inspectthe doars and if possible, fabricate
that keep ther fram swinging inward, however the a suitable replacement far the hottom of the door
hottorn ofthe frame that stands 2-3" high trips people frames.
as theywalk in.

574 @ il LD B484  Unsecured lateral file cabinet, Medium  Seismic 3484-1 Seismically brace file cahinet,

B @ il LD 8489 Torn safety signage (cadfion: deck slipperywhenwet — Low Labeling/Sighage 3485-1 Replace with new signs,
aricy) on the front doar,

574 @ il LD B486  Loose computer cords pose a hazard, Low Slips, Trips, Falls 8486-1 wrap cords.

2T [ LD B4ET testissue. Lowr Slips, Trips, Falls 8487-1 testaction.

574 @ il LD 8572 Sharp edges on metal tray of conference roomwhite  Low Slips, Trins, Falls 8572-1 Add rubber coating 1o the outside edges afthe tray.
hoard pase arisk far injury.

574 @ il LD BA42  This CATS isfa replace 8572-1 whichwas closed out  Low Slips, Trips, Falls 8582-1 Add rubher coating 1o the outside edges ofthe tray.
prematurely. Sharp edges on metal tray of conference
toorm white hoard pose a tisk farinjury.

B/ @ il LD BAY3  Mewwater cooleris unsecured. Could pose hazard in - Medium — Seismic 85931 seismically hrace water coaler
an earthguake.

9.2.3 Export this data that is presented as a result of the search by clicking on “Export
to Excel” button.
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9.3 Issue and Corrective Action History

9.3.1 To view the historical activity for a particular issue or corrective action click the
“History” icon in the Corrective Action section on the entry page or on the Search

Result page.
Corrective Actian(s):
B ) U y
Ad Fejgshi_Hide CA Add corrective actions to this issue by clicking the Add button
WeonWorrective Status  Superseded Responsible Chl CM DueDate  Completed Closure Total WO Inst. ProjectD
Action Mo. fy CA# Person Div. Date Date  Time
54 @ 'ﬂ 86221 Mew Enfry Gravois Melanie & Chemowski John G LD 08r26/2011 Yoo INSTITUTIOMAL
OR
9

Clear &l SWSh Expart to Excel

Wi Vonision lssue# |ssue Description Risk Level Issue Categary  CA#  Corrective Action

Y AT MY AlY Af¥ AY AT

54 @ 'ﬂ LD 8263 Wheel chairramp in front of trailer 80 is wom and Low Slips, Trips, Falls 8253-1 Install new anti-slip grip tape hefore the in-climate
slippery. weather sets in.

54 @ 'ﬂ LD 8481  Thetwo doors to the S0C trailer have a metal frame  Medium  Slips, Trips, Falls 8481-1 Facilities to inspectthe doars and if possible, fabricate
that keep them fram swinging imvard, however the a suitable replacement for the hottom ofthe door
hottorn ofthe frame that stands 2-3" high trips people frames.
as theywalk in.

54 @ il LD 8484 Unsecured lateral file cahinet Medium  Seismic 8484-1 Seismically brace file cahinet.

54 @ 'ﬂ LD 8485  Torn safety signage (caution: deck slipperywhenwet — Low Laheling/Signage 8485-1 Replace with new signs
or icy) on the front door

54 il LD 8486 Loose computer cords pose a hazard. Low Slips, Trips, Falls 8486-1 wrap cords.

4 'ﬂ LD 8487  testissue. Low Slips, Trips, Falls 8487-1 test action.

LD Sharp edges on metal tray of conference roomwhite  Low Slips, Trips, Falls 85721 Add rubher coating 1o the outside edges of the tray.

hoard pose a risk for injury.

(==t
=1
Cecy

m LD This CATS is 10 replace 85872-1 which was closed out  Low Slips, Trips, Falls 8582-1 Add rubher coating to the outside edges ofthe tray.
il
prematurely. Sharp edges on metal tray of conference

ronm white board pose a risk for injury

g
@ @ @ &
_ 5 _
=

=¥
—
L]
=]
(=]
)

Mewswater cooler is unsecured, Could pose hazard in- Medium — Seismic 8593-1 seismically brace water cooler
an earhquake,
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10.0 User Reports

There are a number of reports available via the CATS Database to use to manage the
implementation / completion of corrective actions by Division and/or Responsible Person. The
information from the reports can be used as metrics or as a data source to develop metrics. Below
is a description and example of each.

g

@' Home

" Immed. Corrected Issues 3

rrrreer ||||

@ Add Mew Quick-Entry Issue
':E:' Add Mew Issue
Li}' My Issues (nok closed)

‘% Search Issues

Li}' My Corrective Ackions

{not completed)

‘% Search Corrective Ackions

My Completion Report

L & _ompletion Report

L & My Cwwerdue Repork

Cvverdue Repork

) status —hange Report

S adrninistration 3
Li}‘ Charter & Pracess Flow 3
2 Help 3

e’% Logouk
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10.1 My Completion Report

This report is a Pie Chart that shows the completion of corrective actions by a User as the
“Responsible Person”. Click on the colored sections to view the corrective actions that
make up the percentages.

~

A
reeeerer)| jul

@ Home

"ATS Com p/ei fon Re'pori

LAWRENCE BERKELEY NATIONAL LABORATORY

Below is a Pie Chart showing the compiletion report for CATS corective actions.
Click on the sections to view the corrective actions that make up these

percentages
o Immed. Corrected Issues 3
@ Add Mew Quick-Entry Issue 4 N\
P Add New Issue All Corrective Actions where Stein,David is the Responsible Person

.i‘} My Issues {not closed)

‘. Search Issues

.i‘} My Carrective Actions
{nat completed)

“ Search Corrective Actions

« My Pending Approvals

F/ My Completion Repart I

S Completion Report

) My Overdue Repart

O overdue Report

O status Change Report

S Administration »
.i‘} Charter & Process Flow 3
@ Help »
% Logaut

Logaed in a5 Stein,David

W open g WM Closed 92%

western facing wall..

O
)
=
=
=

LD Speaker for receling lab-wide addresses fell offthe  [Medium  |Work Requests [ 7487-1 [ Replace broken speaker. Reconnectio internal wiring

wall and brake.

P

\ . o
&
Clear all Sorting  Refiesh  Export to Excel v
Wiew | Yoid | History | Division | Issue # | Issue Description Risk Level|lssue Category  [CA# | Corrective Action
AT Ay |aw AT AlY AY MY
B | (2 2 5408 | The Morth access to BI0C poses potential slip, tip ar | Low Slips, Tripg, Falls [ 5408-1 |Remove and of replace metal stipping the base of the
fall hazard to doorway lip and separation of staircase doorway.
from huilding.
B | (& o Lo 5408 | The Morth access to BIOC poses potential slip, tip or | Low Slips, Trips, Falls | 9408-2 | Eliminate gap between staircase and building
fall hazard to doorway lip and separation of staircase structure.
fromm building
B’ & “ﬂ LD 5494 | Metal traction bars on front steps are coming loose Low Slips, Trips, Falls [5494-1 | Replace metal traction bars on the front steps of 90C
and could pose a tripping hazard with non-slip weather proof grip tape. Recornend
replacing the bars on the back steps as well
B’ & “ﬂ LD B193 |Mofice sign on the electrical box is damaged Low Labeling/Signage | 6135-1 | Replace label on the box with a new one.
B | (2 o |we B923 | Missing outlet cover. Low Electrical 63281 | Add new outlet cover to hallway socket an lower

Lo

=
o2
(=

Atthe mid way point between flights of stairs leading to |Medium | Slips, Trips, Falls | 7621-1 | Paint a vellow line to mark the middle step
the pit, there is a terraced sidewalk with three steps. At
two steps, a vellow bar marks the step, but atthe
middle one which is notvery well it there is none. On
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10.2 Completion Report

This report is a Pie Chart that shows the status of corrective actions implementation by
Division and responsible parties. Click on the colored sections to view the corrective
actions that make up the percentages.

1

FreEreerer ||ﬂ

BrRKCLEy Lam

CATS (.Tompleffon Reporl’:

LAWREMCE BERKELEY MNATIOMAL LABORATORY

You can use etther a partial or full word Search In any of the fieids below. Or you
can type in a key word search to look in all fieids of the database, or you can

T} Home sefect to Use only g few fiaids for g ey word search by selecting the appropriate
columns. The searches are NOT case sensitive.

o Immed. Corrected Issues L4

[ Add Mew Quick-Entry Issue M Search Corrective Actions

G Add Mew Issue
Issue Mo

L§ My Issues (nok closed)

lssue Type: | --Any-- -
Q Search Issues Division:| Laboratory Directorate e
= My Corrective Actions Respansible Persan: |v|
(not completed) Cognizant Manager:
q Search Corrective Actions Corrective Action: |
Due Date:

v My Pending Approvals L

Completed Date: to
L 7] My Completion Report Closure Date: -

| € Completion Report Entry Date: |01/01/2011 to |DBr22/2011
© My overdue Report work Reguest Reg'd: [ Institutional wir: [ Project ID: |
' overdus Report Wiork Order Mumber: | |
Status: | --Any-- R
€ status Change Report | |
A administration 3 3
Clear  Submit
Lg Charter & Process Flow 3
a Help 3
& Logaout
s )
CATS Completion Report
M0 —

M Open 6% MM Completed 7% M Overdue 2% M Closed B86%




OIA-OCA-0001, Rev. 3
CATS Database User Manual

Page 42 of 55

10.3 My Overdue Report

This report is a

Pie Chart that shows the status of overdue corrective actions by a User as

the Responsible Person, as well as corrective actions that are coming due within 30, 60,
90 days, overdue and greater than 90 days. Click on the colored sections to view the
corrective actions that make up the percentages.

~

A
reeceerc]

ﬁ Horne:

] Below s a FPle Chart showing the overdue report for CATS corective actions.
Click on the sections to view the corective actions that malie up these
percentages.

P ; Search Overdue Report
; Y LAWREMCE BERKELEY NATIONAL LABORATORY

o Immed, Corrected Issues

[ add New Quick-Entry Issug ' Y

CATS Overdue Report

EF Add New Tssus
\i\} Iy Issues (not closed)

‘s Search lssues

é} Iy Corrective Ackions

(not completed)

“ Search Corrective Actions

o My Pending Approvals

L7 Iy Completion Report

L 7] Campletion Report

[ ) Iy Crverdue Report

© overdue Report. —
O searus Change Report
D administration 3
é} Charter & Process Flow [3
& Help 3 1
% Logout
Logged in as Triplett, Tharesa A
[0 Due within 30 days 25% WM Overdue 50% MM Due after 90 days 25 %
p A
9
Clear all Sorting  Refrash  Export o Excel
Wiew Void History Division |ssue# Issue Description Risk Level Issue Categony CAF  Corrective Action
AlY AY  AlY Al Aj¥ AY  AIY
v
B/ G “ﬂ LD 7819  Inthe course of perfarming the causal analyses forthe High Management Systems 7519-4 Perform an effectiveness review of the CAP exarnin
10 H5& findings, inconsistent {or ahsent) factors such as effectiveness of communication an
accountability was identified a5 a common causein a whether accountability mechanisms are used
number ofthe findings. In this context, accountahility consistently and effectively, (CC2-4)

B @ (p Lo gasz

wias insufficient for following LBML regulations, the
guality {or lack thereof) of assessments and reports,
and developing effective ES&H programs. LBML
recognizes the need to address this specific issue
globally. The following corrective actions are intended
to dothis

This CATS is to replace 857 2-1 which was closed out  Low Slips, Trips, Falls 8592-1 Addrubber coating to the outside edges ofthe tray.
prematurely. Sharp edges on metal tray of conference
room white board pose a risk for injury.

Sorted by: Entry Date dacending Re

cords Found: 2
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10.4

“~

rroer

ﬁ Home

A\
rrr ‘m

_

Overdue Report

Page 43 of 55

This report is a Pie Chart showing the status of overdue corrective actions by Division,
Department and/or Responsible Person, as well as corrective action due within 30, 60, 90
days and greater than 90 days. Click on the sections to view the corrective actions that

make up these percentages.

v Immed

, Corrected Issues 3

B Add Mew Quick-Entry Issue
5P fdd Mew Issue

Lg MMy Issues {not closed)

Q Search

Division:

Issues

Lg My Cor

{not

O\ Search

rective Actions

ompleted)

Carrective Actions

v My Pending Approvals

L 7] Iy Completion Report

L 7] Completion Report

Responsible Person:

L 4] My Overdue Report

‘ © overdue Report

Search Overdue IQGPO?‘f

LAWRENCE BERKELEY WATIONAL LABDRATORY

>

--Ary-- A
Acceleratar & Fusion Research
Advanced Light Source

Office of Chief Financial Off
Chermical Sciences

Computational Research
Computing Sciences
Environmental Energy Tech
Engineering

Enviranment, Health & Safety

Department: |-

Hold the "CtrI" button down in order to select multiple items in a dropdown menu.
A Search Overdue Report

D0 - Division Office

ES - Environmental Services
FF - Fire Protection

HE - Health Services

IH - Industrial Hygiene

08 - Oceupational Safety

RF - Radiation Protection

SE - Security Emergency Operati
55 - Safeguards & Security

v

4]

Submit

e

Clear

O status hange Repart
S administration 3
Lg Charker & Process Flow 3
@ Help 3
@& Logaut
4 N
CATS Overdue Report
[ Due within 30 days 8% WM Due after 90 days 25% [ Overdue 58% [ Due within 60 days 5%
I Due within 90 days 4%
N S
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11.0 Troubleshooting
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PROBLEM

POTENTIAL CAUSE

RESOLUTION

Software is not
launching or is timed
out

e LBNL Network is down or timed out

e User computer is not working or lacks
memory

e Wait a few moments and try
again
Exit the program and restart it

User is unable to
enter data in a field.

o All required fields may not be
completed

o If the field is grayed out, the user does
not have access or the issue is closed
and therefore read-only

e Enter data in required field

o Verify that the user has
permissions to update the
record

Links are not
working

LBNL Network is down or timed out

e Wait a few moments and try
again
e Exit the program and restart it

Cannot open
attached documents

LBNL Network is down or timed out

Wait a few moments and try
again

Cannot preview
document

LBNL Network is down or timed out

Wait a few moments and try
again

Cannot print
document

e LBNL Network is down or timed out

e Connections between user computer
and printer are not working properly

e Wait a few moments and try
again

e Check connection between
computer and printer

For troubleshooting issues not listed above, contact cats@Ibl.gov.
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12.0 User and Maintenance Support

The CATS Database is managed by the LBNL Office of Contractor Assurance (OCA) and
maintained by the LBNL IT Division. Users may contact OCA for guidance on how to complete
the fields in the database or request guidance on database protocol via the email address noted
below. Users may contact IT with problems they have regarding database operability. The Help
option on the CATS Database Menu page is contains additional resources.

\

A
reeeeee| |

Rl
%‘ 2 I CA TS D aiﬂ[)ase AZ Index

5 Search
b LAWRENCE BERKELEY NATIONAL LABORATORY Pi’l”]l! Hl')ﬂé
fa% Home £
" Immed. Corrected Issues »

Click here to document Immediately-Corrected items

[ Add Mew Quick-Entry Issue

B i Now Tests Click here to document [ssues and Cotrective Actions
ﬁ} My Issues (not closed) The CATS database is an online tool used fo identify, frack, and resolve issues and their associated corrective actions as well as determine the effectiveness of
those carrective actions. All LBKL personnel are responsible for the identification ofissues that may require correction, improvement, or management attention
A Search Issues and the submission of an lssues Management form via the CATS databaze.

% .
5ty Comective dctons This database, accessinle fromn amhers in the world, enables LWL ermplayees to identify, track, manage, resolve, and search for issues and associated

(not completed) corrective actions. This database is designed with extensive reporting capabilities so thatthe data captured in the database may be used to gage effectiveness
and implementation of the program.

. Search Corrective Actions

e . .
Far questions regarding the use of this database, please contact [ElE
" My Pending Approvals

C My Completion Report

EMAIL WEBMASTER
C Completion Report
C My Overdue Report
@ verdse Report Website developed by the Information Applications Group ~ Lawrence Berkeley National Lab.

© status Change Repart

4 Administration

Charter & Process Flow

‘ 2] Help CATS Tutarial

% Logout '] IMP Manual

—

l@ User Manual

Logged in as Triplett Theresa A l_i Tl

@ Risk Levels

ii_|

Extension Request Criteria

@ BLIZ010: Corrective Action Development Training/

/
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ATTACHMENT 1 — CATS Database Entry Fields

Attachment 1 identifies the data entry fields, the responsible party / entity for entering the data, and a
description of the field. Input formats may contain alphanumeric, numeric and date fields that can

accommaodate from five hundred to four thousand characters. In addition, photographs and document
files may be uploaded to the database.

Entry Field Responsible Description of Information to be Entered
Party

*(Extension ) Any User The reasons justifying the extension request are required to be

Justification entered. Up to 4000 alpha-numeric characters may be
manually entered.

*Comments Any user This field may be modified at any time during the life of a
corrective action. General comments may be added in this
field.

Extension Due Date Any User Select or type in the new extended due date.

Extension Requested | Any User Identify the individual requesting the extension.

by

Upload Objective Any User Upon completion of a corrective action, objective evidence of

Evidence completion may be added. Files of any type or URLs may be
added.

Closure Date Database The database automatically closes issues and associated
corrective actions collectively and will reflect the date that the
last corrective action was completed.

Corrective actions associated with a “Worker Safety” issue
that required a Work Request will be closed automatically
when Maximo is updated to reflect completion of the work.

CM Division Database The database automatically identifies the Division of the CM.

Cognizant Manager Database The database automatically identifies the Cognizant Manager
of the Responsible Person.

Corrective Action Database The database automatically assigns each corrective action a

Number sequential number when the Enterer (the individual who
enters the information into the database) saves the entry. The
first four numbers of the corrective action number is the same
as the issue number.

Entered By Database The database automatically identifies who entered the

information into the database based on the initial login date of
the person entering the issue. This person is referred to as the
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Entry Field Responsible Description of Information to be Entered
Party
Enterer.

Enterer’s Division Database The database automatically identifies the Division to which
the Enterer belongs based on the initial login of the person
entering the issue.

Entry Date Database The database automatically identifies the date the entry was
made into the database.

Issue Number Database The database automatically generates a sequential number
when the Enterer (the individual who enters the information
into the database) saves the entry. The format is a series of
four numeric characters, generated in sequential order.

Status Database The database automatically identifies the status of an issue
and associated corrective actions.

Initiator Database / Automatically identified by the database with the name of the

Enterer person who entered the information. May be manually
changed by the Enterer to reflect the person who actually
identified the issue.

*(De Minimis) Enterer Enter the reason(s) why a de minimis risk level is acceptable

Justification

for the issue. This is an alpha numeric field that is manually
populated by the User that can hold up to 4,000 characters.

*Assessment Type Enterer Select the type of assessment that was performed during
which the issue was discovered. One of the following values
may be selected:

o Self-Assessment

e Internal Independent Review
e External Review

e Safety Walk-around

e N/A

*Corrective Action Enterer Enter the specific corrective action that will be implemented
to mitigate or remove the cause of the issue and prevent
recurrence. Up to 4000 alpha-numeric characters may be
manually entered.

*Criteria Not Met Enterer This is not applicable to Worker Safety and Health Issues.
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Entry Field Responsible Description of Information to be Entered
Party

Enter the Requirement #, Title, Section, Subsection, or
paragraph that was violated. Up to 4000 alpha-numeric
characters may be manually entered.

*Due Date Enterer In conjunction with the SME and the responsible person
and/or cognizant management, identify the most realistic due
date to complete the corrective action. The due date is
selected from a “calendar” or numeric characters may be
manually entered in the format: (mo/day/full year)

XXIXXIXXXX.
*|ssue Category Enterer A general description of how an issue would be classified.
One of the following values may be selected:
e AHD
Asbestos
Beryllium
Accounting
Biological

Bus Services

Cafeteria Services
Chemical

Chemical Hygiene
Chemical Inventory
Confined Space
Construction Safety
Contractor Safety
Cranes and Hoists
Cryogenics

Custodial Services
Cyber

E-Commerce
Electrical

Emergency Eyewash/Safety Showers
Emergency Preparedness
Emergency Response
Engineering
Environmental
Ergonomics

Ethics

Excess Property

Fall Protection
Financial Management
Fire

Fleet
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Entry Field Responsible Description of Information to be Entered
Party
Garbage Services
Gases
General HR

HEPA Filter Testing
Health & Wellness
Housekeeping

Industrial Hygiene
Injury/lliness

Inspection

Inventory

IT

JHA

LOTO
Labeling/Signage
Ladder/Lift Safety
Lasers

Lead

Maintenance
Management Systems
PPE

Pest Management
Planning & Architecture
Powered Industrial Trucks
Preventive Maintenance
Project Management — Planning Design/Construction
Project Management — Scheduled Work
Radiological
Respiratory Protection
Roof Access

Seismic

Sensitive Items
Shipping/Receiving
Shops Safety

Site Access

Slips, Trips, Falls
Subcontracting

Traffic Safety

Training

Transportation
Ventilation
Warehousing

Waste Management




OIA-OCA-0001, Rev. 3 Page 50 of 55
CATS Database User Manual

Entry Field Responsible Description of Information to be Entered
Party

e Welding
e Work Requests
Select the most appropriate category that the issue fits into.

*|ssue Description Enterer Manually enter a complete and accurate description of the
issue so that it is evident what the corrective action must
address in order to resolve the issue. Up to 4000 alpha-
numeric characters may be manually entered.

*Issue Type Enterer Select the most appropriate type of issue. One of the
following values may be selected:

e Adverse Condition

e Best Practice

e Worker Safety & Health

*Responsible Person | Enterer In conjunction with the SME or appropriate line or cognizant
management, identify the person who will be responsible for
performing the corrective action or overseeing its completion.
This is a drop-down field where the Enterer can select the
appropriate individual.

*Risk level Enterer The severity (significance) of the issue per PUB 5519 (1).
Select the appropriate risk level for the issue. One of
following values may be selected:

° ngh
e Medium
e Low
e De minimis
*Trend Code Enterer In conjunction with the SME or appropriate line or Cognizant

management, select the trend code that is represents the most
appropriate cause of the issue. One of the following values
may be manually selected:
Policies/Procedures/Instructions Not Used
Policies/Procedures/Instructions Used Incorrectly
Policies/Procedures/Instructions NI

Communication NI/LTA

Equipment Design NI/LTA

Maintenance NI/LTA

Training NI/LTA

Work Planning NI/LTA

Work Processes/Packages NI/LTA
Material/Equipment Deficiency

Vendor Deficiency

ASCTI@INMOO®>
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Entry Field Responsible Description of Information to be Entered
Party

L. Data NI/LTA

M. Technical Proficiency Deficiency
N. Process/Task Design Deficiency
O. Immediately Corrected

Add Location Enterer Select additional rooms in which the issue was discovered.

Alternate CM Enterer If a Responsible Person is matrixed, identify the CM the
Responsible Person immediately reports to in his/her matrixed
capacity.

Assessment # Enterer This is a dynamic field, which becomes visible to the Enterer

if the Assessment Type of “Internal Independent Review” or
“External Review” is selected by the User. This is an alpha
numeric field that is manually populated by the Enterer that
can hold up to 30 characters.

Building Enterer Select the Building in which the issue was discovered. One
value may be selected from a dropdown menu.

Discovery Date Enterer Type or select the date the issue was discovered. The
Discovery Date is entered in numeric characters in the format:
(mo/day/full year) XX/XX/XXXX.

Division Enterer Select the Division that owns the issue and is responsible for
resolving the issue. One of the following entities may be
manually selected:

Accelerator & Fusion Research

Advanced Light Source

Office of Chief Finance Officer

Chemical Sciences

Computational Research Division

Environmental Energy Tech

Engineering

Environment, Health & Safety

Earth Sciences

Facilities

Genomics Division

Human Resources

Information Technology Div

Laboratory Directorate

Life Sciences

Materials Sciences

NERSC
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Entry Field

Responsible
Party

Description of Information to be Entered

Nuclear Sciences
Operations Division
Public Affairs
Physical Biosciences
Physics

Finding #

Enterer

This is a dynamic field, which becomes visible to the Enterer
if the Assessment Type of “Internal Independent Review” or
“External Review” is selected. This is an alpha numeric field
that is manually populated by the Enterer that can hold up to
30 characters.

Institutional WR

Enterer

This is a dynamic field that becomes visible to the Enterer
only if the Work Request checkbox is checked. If a work
request is considered institutional, the checkbox must be
manually checked.

Program/Project

Enterer

Manually entered in alpha-numeric characters to denote a
particular program or project within a Division that is
associated with the issue.

Project ID

Enterer

This is a dynamic field that becomes visible to the Enterer
only if the Institutional checkbox is not checked. The
appropriate project ID to be billed for the work must be
manually entered. Do not include dashes or spaces.

Room

Enterer

Select the room in which the issue was discovered. One value
may be selected. The selection of rooms identified in the
dropdown menu is based on the Building chosen.

Selected Locations

Enterer

This is a dynamic field, which becomes visible to the Enterer
if there is more than one room identified for the selected
Building and the “Add Location” button is selected. As many
locations (or rooms) may be added that are equal or less to the
number of rooms identified for a selected building.

Work Request
Required

Enterer

If a work request is required, the checkbox must be manually
checked.

External Reporting/
Significant Adverse
Condition

Enterer/
PAAA
Coordinator

In conjunction with the SME or cognizant or line
management, select the appropriate significance code(s) for
the issue. As many as are applicable of the eight values may
be selected by clicking the appropriate checkbox(es):

e PAAA NTS (10CFR851)
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Entry Field Responsible Description of Information to be Entered
Party
e PAAA NTS (10CFR835)
e PAAA Internal (10CFR851)
e PAAA Internal (L0CFR835)
e ORPS Cat 1/2
e ORPS Cat 3/4
e Type A/B Accident
e Significant Adverse Condition
*Review/Approval Enterer/ Identify the name of the person(s) who will review the issue
Reviewer/ and associated corrective actions.
Database
The database automatically assigns certain reviewers based on
the Issue Type, key word, or external reporting/significant
adverse condition option(s) selected.
Facilities Contact Maximo This field is back populated by Maximo into CATS and is not
modifiable from the CATS interface.
Notes Maximo This field is back populated by Maximo into CATS and is not
modifiable from the CATS interface.
Work Order No. Maximo This field is back populated by Maximo into CATS and is not
modifiable from the CATS interface.
Work Order Status Maximo This field is back populated by Maximo into CATS and is not
modifiable from the CATS interface.
Completed Date Responsible For corrective actions with no Work Request:
Person/ Upon verifying the objective evidence of completion of the
Maximo corrective action, enter or select the date of verification and
completion.
For corrective actions with associated Work Requests:
Upon completion of the field work and entry into Maximo,
Maximo will back populate this field into CATS.
Review Comments Reviewer If an issue and/or associated corrective actions are denied, the

reason(s) for the denial must be identified in this field.

* = Required fields
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Email notifications are automatically generated from the CATS Database and sent to recipients based
on accountability / responsibility for and approval of corrective action development and
implementation. Below is a listing of the email notifications.

Condition Enterer Reviewer | Responsible | Cognizant Division Division
Person Manager Safety Deputy
Coordinator
Due Date Notifications (Before Due Date)
30 days before X X
due date
15 days before X X
due date
Due Date Notifications (After Due Date)
15 days after X X
due date
30 days after X X X
due date
45 days after X X X
due date
60 days after X X X
due date
75 days after X X X
due date
90 days after X X X
due date
120 days after X X X
due date
Issues
When an issue X
is routed
When an issue X
is denied
When an issue X X
is voided
When an issue X X X
is open after
approvals
Corrective Actions
When a X X

corrective action
is completed
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Condition Enterer Reviewer | Responsible | Cognizant Division Division
Person Manager Safety Deputy
Coordinator
When a X X X X
corrective action
is voided
When a X
corrective action
is changed
Extension Request
When an (Extension X
extension Requestor)
request is X
approved
When an (Extension X
extension Requestor)
request is X
denied
Other Changes
When the X (New Responsible
Responsible Person)
Person is X
changed
When the X
Responsible
Person is no
longer at LBNL
When Work X X

Request Center
request more
information




